DEPARTMENT OF GENERAL SERVICES Schedule No. 2621
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 2

[Agency: Maryland Department of the Environment, Operational Services Administration, Central Services

Item Description Retention
No.

Retain for three years and until all
) audit rcquircments have been
Annual Physical Inventory ' fulfilled, then destroy. This action
Disposal Records pertains to item numbers 1-4.
Donations and Transfers

Annual Reports submitted to DGS

Inventory Records:

Materials and Supplies Records:
Supply Room Inventory

Reorder Reports

Job Tickets

Packing Slips

Annual Reports submitted to DGS

Receiving Records:‘ _
Records include packing slips, signed receiving slips,
purchase orders, and receiving logs.

Mailroom:

Records include check logs, Visa and express package logs
USPS Report, UPS Report and Certified Mail logs.

This schedule supersedes schedule numbers

2217 and 2142.

Scheduled Approved by Department, Agency, Schedule Authorized by State Archivist
or Division Representative. ‘

Date : S?gtember 25: 2812 Date !0 /Z 2/20 12
Signature_. JOVwy o'e'7d ! 4

Typed Name Lorrie Del Pizf Signature
Title Director of Central Services

" DGS 550-1 (Rev. 1/93)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No.2621

Page 2 of 2

Agency: Maryland Department of the Environment, Operational Services Administration, Central Services

Description

Retention

Facilities, Health and Safety:

Facilities Maintenance and Housekeeping Requests and
Security Incident Reports

Health and Safety Training Files

Administrative Records:
Timesheets and leave cards

- Fleet Management:
Fleet Maintenance Monthly Invoices
Monthly Reconciliation
Fringe Benefit Reporting Forms
Auctioned Vehicles/Boats/Trailers only: forms violations/
mileage sheet/invoices
Underutilized Reports
Mileage Sheets
10,000 mile exemption request
VISA Card Transactions & Reconciliation
Statewide Fuel Management Invoices and BGE Invoices

General Rules Form.
Driving Force for Safety Training/Test

Corporate Purchasing Cards

Monthly statements, Cardholder Transaction Logs and
documentation :

Purchasing Card Applications

Non permanent: Retain for 1 year,
then screen annually and destroy all
material not needed for conduct of

‘business.

Retain for 3 years and until all audit
requirements have been fulfilled,
then destroy.

Retain for 3 years and destroy.

Retain for 3 years and until all audit
requirements have been fulfilled,
then destroy.

Destroy after termination of
employment.

Retain for 3 years and until all audit
requirements have been fulfilled,
then destroy.




Instructions -Type or Print a separate form for
each new or revised record senes. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Watertoo Road. P.O. Box 275

AGENCY RECORDS INVENTORY

PAGE __ 1, _ _ OF ___ 1 _
Jessup, Maryland 20794
410-799- 1930
1. Department/Agency 2. Division _ 3. Unit
Maryland Depariment of the Environment Operational Services Administration Central Services

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit 10{ reference as well as retention and disposition

purposes.
4. Record Seties Title 5. Earliest Year/Latest Year
INVENTORY .2010_to _2043__

series.)

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

Inventory records are used to ensure that MDE follows all DGS guidelines and procedures pertaining to inventory standards. The inventory records
are Annual Physical Inventory Reports, Disposal Records, Donations, Transfers and Annual Reports submitted to DGS.

8 Record Series Sequence 9. Voiume

7. Record Series Format(s) List ad
S S
[ Letter Size O microfim O asphabetical Number
O tegaiSize  [J Computer Tape [ Numerical " (X Fite Orewer(s)
[ Microfilm Reek(s)
O audio Tape [ Floppy Disk [ Crronotogicat [0 Computer Tape(s)
[ Other (specify)
[0 8ound Book  [] Video Tape [0 Geographical
10. Annual Accumulation
X} Other (spocty) Etectronic_ D) Other (specty) B S
Number
B3 Fite Drawer(s)
[ Microfitm Reek(s)
O Computer Tape(s)
[ Othor (spocity) . _.... .. _
11. Fide is Used 12. Fite Becomes Inactive After
. ——‘—"—r
63 Dsity {1 weeiy O monthty [ Annuatly Number [OMontts) 53 vear(s)

13. Current Location(s) (Bldg.. Fiocor. Room)
MDE WAREHOUSE, 15T FLOOR, ROOM W103

[ ves B no

14.is Record Senies Duplicated Elsewhere? (if yes, specify agoncy or office }

15. Access Restrictions (Il Yes, crte Law(s) & Regulation(s)

O ves R ne

16. Audit Requirements

Onote Estate [ Federat [ independent

O ves B3N

17. 15 an tndex System usad? If yes, explain bnefly ahd descnbe requirements

MOE.

18. Recommended Retention
Retain until audit requirements have been fulfilied and then destroy by

19. Name and Title of Preparer
MARK WELLS, INVENTORY MANAGER

20. Telephone Number 21. Date
410-537-4430 July 17, 2012

OGS 5504 (Rev 1793}




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799.1930

AGENCY RECORDS INVENTORY

1. Department/Agency

2. Division
Operatiénal Services Administration

3. Unit
Centrat Services

Marytand Oebarlmem of the Environment

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Senes Title
MATERIALS & SUPPLIES

5. Eartiest Year/Latest Year
_.2010__to _2013__

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

- s@ries.) Supply room inventory reports are produced to ensure that the warehouse physical count matches the count listed in FMIS. Re-order reports
are used to re-stock the warehouse. Job tickets are used to ensure that customers are receiving their supplies from the warehouse. Packing slips are
retained to ensure that deliveries are received in their entirety. A warehouse annual report is submitted to DGS because it's required according to
COMAR.

9. Volume
1

Number

7. Record Series Format(s) List a#

B Lotter Size  [] Microfim [ aphabeticat

B3 Numericat [ Fite Orawer(s)

[ Microfiim Reek's)

[0 Computer Tape(s)

B Oer (speaty)__.... Etectronic

[ Legai Size ] Computer Tape

) Audio Tape [ Floppy Disk & Chwanological

[0 Bound Book  [[] Video Tape [0 Geographical

10. Annual Accumidation
] other (spectfy) ___ 1

Number

B Other (specity) _Etectronic_

B3 Fite Drawen(s)

O Microfim Reel(s)

O computer Tapers)

B3 Other (spocty)._ Erectronic________

12. Fde Becomes Inactive After
3

Number

11. Fde is Used

O oaiy =R Weokly O monthty [ Annuatty Omonthis) B Yeants)

13. Current Location(s)  (Bidg, Floor. Room)
MDE, 5" Floor, Room 5403 MOE WAREHOUSE, 15' FLOOR, RM W103

14. 1s Record Sedes Dupticated Eisewhere? (if yes, specify agency or office.)

[ Yes o

15. Accoss Restrictions (If Yes. oe Law(s) & Regulation(s}

O ves & no

16. Audit Requiremeornts

Onone [ sute [JFederat [ incependant

17 i3 an index System used? If yes. explain briefly and descnbe requicements

[ ves B3 Ne

18. Recommended Retention

Retain until audit requirements have been fulfiled and then destroy by
MDE.

20. Telephone Number
410-5374427

21. Date
July 25, 2012

19. Name and Title of Preparer
Justin Creswell, Facilities Manager

DGS 5504 (Rav 1/93)




Instructions -Type or Print a separate form for each | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
new or revised record series.  Forward with Records RECORDS MANAGEMENT DIVISION
Retention Schedule (DGS 550-1) 7275 Waterioo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

1. Depariment/Agency ’ 2. Division - 3. Unit
Maryland Department of the Environment Operational Services Administration Central Services

DEFINITION: RECORD SERIES: A group of refated records nommally filed and used as a unit for reference as well as retention and disposition purpéses.
4. Record Series Title 5. Eartiest Year/Latest Year

RECEIVING ' __2010__to __2013__

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Receiving racords are used for proof of items purchased with a PO#. Records include packing slips, signed receiving slips, purchase crders, and receiving

logs.

7. Record Seres Format(s) List'alt
2

clotter Size  [] Microfitm Number

" Quegatsze  [J Computer Tape . 1 Filo Drawer(s)
[ Microfitm Reed(s)
0 Audie Tape [ Floppy Disk [ Computer Tape(s)
' . Ootherspecdy) .
[0 sound Book [ video Tape

10. Annual Accumaulation
x Other (specty). Electronic . . 2

Number

« Fite Drawer(s)
O Microtim Reel(s)
O Computer Tapa(s)
] Other (specity)_

11. Fido is Used 12. File Bacomes Inactive After
3
x Daily « Waekly Number O Month(s)  «Years)

13. Cuirent Location(s)  (Bidg., Floor, Room) 14.1s Record Series Duplicated Elsewhere? (If yas. speciy agency or office.)
MDE MAILROOM 5™ FLOOR ROOM 5054 D ves x No

15. Access Restrictions (If Yes, cte'Lawis) & Reguiation(s) 16 Audt Requirements
O Yes x No

1

O None xState (] Federal [ indepondent

17. 15 an Index System used? If yas, explain briefly and descnbe requrements 18. Recommended Retention

Oves X No . . .
Retain until audit requirements have been fulfilled and then destroy by

MDE.

19. Name and Title of Preparer 20. Tele;ihone Number | 21.Date
CHARLES ALLEN MAILROOM / WAREHOUSE SUPERVISOR 410-537-3187 July 27, 2012

OGS 5504 (Rav 1/9))




Instructions - Type or Print a separate form for each DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
new or revised record series. Forward with Records RECORDS MANAGEMENT DIVISION
Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.0O. Box 275

Jessup. Maryland 20794
410-799-1930

1. Department/Agency - 2. Division 3. Unit
Maryland Department of the Environment Operational Services Administration Central Services

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Series Title 5. Earliest Year/Latest Year

MAILROOM 2010 __to _2013___
6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.
Mailroom records include check logs, credit card and express mail logs, USPS repod Ups report, and certified mail logs.

7. Record Senes Format(s)  List all
_2
x Letter Size ] Microfim i Number

[ Legai Size [ Computer Tape i « File Drawor(s)
O Microfiim Reeks)
O Audio Tepe ] Floppy Disk O Computer Tape(s)
. . [ Other (specify) _ ______
[0 Bound Book [ video Tape

. 10. Armual Accumulation
1 Other (specify)__Electronic ________ 2. .
Number

« File Drawer(s)

[ Microfitm Reel(s)

O computer Tapers)

‘O ower(speciy) ____. __

11. File is Used 12. File Becomes Inactive After
3

« Daily « Weekly x Mostthty O annuaiy Number O Month(s) =« Year(s)

13. Current Location(s)  (Bidg.. Floor, Room) 14. ts Record Senes Duphcated Elsewhere”? (If yos, specify agency or office.)
MOE MAILROOM 5™ FLOOR ROOM 5054 O ves x No

15. Access Resuictions {If Yes. cite Law(s) & Regulation{s) 16 Audg Requirements
[ ves x No
[ONone xSwete [ Federat [ independent

17. !s an Index System used? I yes, axplain briefly and describe requirements 18. Recommended Retention
0O ves x No

Retain until aﬁdit requirements have been fulfilled and then destroy by
MDE. '

19. Name and Title of Preparer : 20. Telephone Number 21. Date
CHARLES ALLEN MAILROOM / WAREHOUSE SUPERVISOR '410-537-3187 July 19, 2012

DGS 5504 (Rev 1/9))




Instructions --Type or Print a separate form for

each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
4107991930

with Records Retention Schedule (DGS 550-1)

3. unit’
Central Services

2. Division
Operational Services Administration

1. Department/Agency
Marytand Department of the Environment

DEFINITION: RECORD SERIES: A group of related records normally filed ang Used as a unit for reference as well as retention and disposition
pUrpOses.

4. Record Series Title 5. Earliest Year/Latest Year
FACILITIES, HEALTH and SAFETY .2010__to _2013__
6. Record Series Description (Briefly describe the types of information/documentsiforms found in the series. Include the purpose or function of the

sefies.)
Facilities records are used to ensure that MOE sufficiently monitors and rectifies building issues and requests. Health and safety records are retained
to ensure that MDE is conforming with all Federal, State and Local laws and regulations, pertaining to safety in the workplace.

7. Record Series Format(s)  List all 8. Record Series Sequence

4

(] Letter Sze  [] Microfiim [ aphabeticel Numbes

(O Computer Tape [ Fite Drawer(s)

D Microfiém Reel(s)
] Computer Tapels)
[ Other (specify)

(3 Legat Size B Numarical”

O Audio Tape [ Floppy Disk [ Chronclogical
Eloctronic

O Bound Book  {T] Videa Tape O Geographicat

10. Annuat Accunutation
D Other (specify) 4

Number

B3 Other (specify) Electronic,

B #ite Drawer(s)

[ Microfilm Reek(s)

3 Computer Tapels)

[X) Other (specity) ___ Electronic,

12. File Bacomes inactive Afler
3

Number

11. Fite 13 Usad

£ oaity O weenty O Montty O annuany O montns) B vears)

13 Current Location(s)
MDE, 5% Floor, Office 5403

(Bidg.. Floor. Room) 14 s Racord Series Duplicated Elsewhera? (if yos, specify agency or office.}

O ves K no

15 Access Restrictions (If Yes, cite Law(s) & Reguiation(s)

O vYes £3 No

16 Audi# Requirements

O None BJ state [ Fadaca [J ndepandent

17 19 an Index System used? if yes, axplain bnefly and describe véquiromoﬂs

O Yes B3 No

18. Recommended Retention
Retain untit audit requirements have been fulfilled and then destroy by
MOE.

20. Telephone Number
410-537-4427

21. Date
July 25, 2012

19. Name and Title of Preparer
Justin Creswell, Facilities Manager

DGS 5504 (Rev. 1193)




Instructions -Type or Print a separate form for

each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
T 410-799-1930

AGENCY RECORDS INVENTORY

1. DepartmentAgency 3
Maryland Departiment of the Environment

~

2. Division
Operational Services Administration

3. Unit
Central Servicas

puUrposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
ADMINISTRATIVE

5. Earliest Year/Latest Year
_2010_to __2013_

series.)
Time Sheets - Process time sheets - contractual

Leave Cards - track and Log employee’s leave cards

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

7. Record Sones Format(s)  List aft
x Letter Slzo‘ 3 Microfem
O tegaiSue [ Computer Tape
0 Audio Tape [ Floppy Disk
(0 Bound Book ] Vidao Tape

x Other (specdy)_________ .

8. Record Series Sequence
2
[ aphabetical
3 numencal

x Chronotogicas

[ Geographicat

Number

X File Drawer(s)

0 Microfitm Reek(s)

[ Computer Tape(s)

O omerspeaty) ___ ... _.

. 10 Annual Accumulation
O other (specity) 2. .
Number

x File Orawer(s)

[0 Microfilm Reeks)

O Computer Tape(s)

CJ Other spacity)________

11. Fdo is Used

x Daity X Weekly O Monty 0 Anwalty

3

Number

12. File Becomes Inaclive After

[ Monthys)

x Year(s)

13. Current Location(s) (Bidg., Floor, Room)
MDE Mairoom 57 Figor - Room # 5054

O ves «No

14 Is Racord Serigs Dupticaled Eisewhere? (if yes, specity agency or office.)

15, Access Rastnctions (if Yes. cite Law(s) & Regulation(s)
3 vYes « No

16 Audt Requirements

O none «Stae [JFederal [Jindapendent

«No

0 ves

17. Is an Index System used? If yes, axplan briefly and describo roquirements

MOE.

18. Recommended Retention
Retain until audit requirements have been fulfilled and then destroy by

19. Name and Title of Preparer
Lucy Marcum - Administration Specialists il

20. Telephone Number
410 537 3513

21.Date
July 19, 2012

OGS 5504 (Rev. ¥3])




Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
eéach new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterioo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

1. Department/Agency 2. Division 3. Unit
Maryland Department of the Environment Operational Services Administration Central Services - Fleet Management

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as relention and disposition
purposes.

4. Record Series Title . 5. Earliest Year/Lates! Year
FLEET : __2010_to_2014___

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. include the purpose or function of the

series.)
Fleet records are used to ensure that M.D.E. follows all D.G.S. and D.B.M. guidelines and procedures pertaining to Fleet standards. The Fleet
records are Physical Inventory Reports. Disposat Records, Donations, Transfers and Annual Report submitted to 0.G.S. and D.8 M.

7. Record Series Format(s) List all 8. Record Series Sequence
£ Lottar Size [ Microfitm 53 aphabeticat

(Qiegaisize  [JComputer Tape X3 Numerical B3 Fue Crawer(s)

] . [J Microfim Reeks)

O audio Tape ] Floppy Disk O Civonologicat [ Computer Tape(s)

[ Other (specity) _________
[ Bound Book [ Video Tape O Geographical

10. Annual Accumulation
D Otrer specity)__________ [ other spocty) _____ 1

Number

B Fiée Drawer(s)

[J Microfim Reei(s)

[J Computor Tape(s)
[Jomer(specty), ..

11. File is Used 12. Fisa Becomes Inactive After
4

X Day [ weeky O Mmonttey [ Annuatty Number O Montris) B3 Year(s)

13 Cument Location(s)  (Bidg.. Floor, Room) - 14. 1s Record Saries Duplicated Elsewhers? (if yes, specify agency or office.)
MDE Warohouse 1" Floor, Room W101  Fleet Office O ves & ~o

15. Access Restnctons (If Yes, cite Lawts) & Rogutation(s) 16. Aude Requiremants
O ves B3 no
O None (I state [JFederal [J incependent

17. I3 an Index System used? If yes, explain briefly and descibe requirements 18. Recommended Retention

O ves & ~no . . . .
Retain untit audit requitements have been fulfilled and then destroy by

M.DE.

19. Name and Title of Preparer 20. Tetephone Number | 21. Date
Anita E. Foltz, Fleet Manager : 410-537-3068 July 30, 2012

DGS 550-4 (Rav 1193}




-

o

Instructions -Type or Print a separate form for
each new or revised rocord series. Forward
with Recards Retention Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

PAGE _ 1 _OF _ t
Jessup, Maryland 20794 '
410-799- 1830
1. Department/Agency 2. Divisio_n 3. Unit
Maryland Department of the Environment

QOperational Services Administration Central Services

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Racord Series Title .
CORPORATE PURCHASING CARDS

5. Earliest YearfLatest Year
2010__to _ 2013__

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. include the purpose or function of the
series.) Monthly statements are used to track purchases. Cardholder transaction logs and the documentation that comes with them are used to track
the purchases of each cardholder. Purchasing card applications are used to gather personal information on each cardholder.

7. Record Serias Format(s)  List o8
{J Leter Sze [ Microfitm
D Legal Size D Computer Tape
[J Audio Tape ] Floppy Disk
[ Bouna Book ] Video Tape

QO omerspecityy ...

8. Record Series Sequence 9. Volume
PRV DO
3 Aionabetical ; Number
O Numerical (X Fisa Drawer(s)
O Microfim Reols)
{23 Crwonclogical [ Computer Tapers)
[ Otter (specity),
O Geographical

10. Annual Accumulation
[ Other (specdy) _______. 2
Number

[ Fite Drewer(s)

[ Microfilm Reei(s)

[ Computer Tapers)

O other tspecify)__ . ___

11, File is Used

12 Fiée Becomes inactive Afer
3

O oay [ waekty 0 montrey [ avouatly Number Omontvsy Yoar(s)

13. Current Location(s) (Bidg., Floor, Room)
5% floor, Room 5100

14. is Record Series Duplicated Eisewhere? (if yes. spacity agency or office.)

O Yes & No

15. Access Restrictions (i Yas, cite (.aw(s) & Regulation(s)

O ves B no

16. Augt Rmms

O None [ state []Federal [ tncependent

O ves &I no

17. Is an Index System used? if yes, explain bnefly and describe requiraments 18. Recommended Retention

Retain untit audit fequirements have been fulfilled and then destroy by
MOE. . ‘

19. Name andg Title of Preparer
Lorrie Del Pizzo, Director of Central Services

20. Telephone Number 21.Dale
410-537-4482. July 26, 2012

DGS 550 4 (Rew. 1/93)




